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[Date]
To

[Recipient Name]
[Title]
[Company Name]
[Street Address] [City, ST ZIP Code]
Dear [Recipient Name]:
On 29th July 2018 at 3:15 p.m., I came in your office with the details of the requests sent by one of our most important clients. He had been requesting you over the emails as well as phone calls to send him some documents. As you did not send him the documents, after two weeks, he contacted us directly.
Before I received his call, I got complaints against you from your co-workers that the project is lagging, and I communicated to you about it and even gave you a verbal warning. After the call, when I came to you, you started shouting and moved out of your office while slamming the door on my face. The whole office saw and heard you. You disrupted the office environment with your rude behavior.
Such unprofessional behavior is not tolerable by the company and you have forced us to issue this formal warning letter which will be kept in your employee file for evaluation purposes. You are being warned to rectify your unprofessionalism and become more responsible and careful toward your tasks and projects as well as your behavior.
You have been our employee for more than three years and we value our employees as assets which is why no punitive action is being taken right now. However, if your unprofessional attitude would continue even after this warning letter, you will be placed on a three days layoff followed by a termination if nothing would improve.
Kindly, contact and apologize to the client and in future, we hope to see an improvement.

Sincerely,
[Your Name]
[Title]
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